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ICJI Egrants Creating a Project Modification Request Quick Start Guide

This Quick Start Guide may be used when one or more of the following circumstances arise, requiring you
to create a Project Modification Request within Egrants:

e Achange(s) between budget categories: Changes that exceed 10% of total project cost. (Total
project cost is the sum of the ICJI, project income and applicant's match funds.)

e Achange(s) to purchase additional items or other items that were not included in the approved project
budget. For subgrants over $30,000, such changes which exceed $1,500, and for subgrants under
$30,000, such changes which exceed $300.

e A change(s) to the personnel positions listed in the approved project budget including major salary
reductions and increases.

e A change which affects the project’s objectives or scope (e.g. a change in the target population and/or
services to be provided). Minor changes in a project are to be reported on the Quarterly Progress
Report.

e Achange in dates of the project’s duration. There will be no extension of duration for RASA funds.

ICJI must receive your original signed modification request at least 30 days prior to the end of your grant to
ensure ICJI’s consideration of the request. In the last 30 days of the project period, exceptional requests for
modification may be considered, but only if a detailed justification for the late request accompanies the
request and ICJI finds the justification merits its consideration. No modification requests will be considered
or approved if they are received by ICJI after the end of your grant.

Please note: Once the modification is approved, it becomes the current document. You can still view the
original application/continuation in Egrants, but the modification contains the current information, once
approved.

1. Access the ICJI Egrants website by going to www.in.gov/cji/
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2. If the page you go to does not look exactly like this, you are not at the right spot. If you need assistance,
please call ICJI Egrants Support at (317) 234-HELP or toll-free at (800) 382-1095. Click on this lin
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3. You are transferred to the “Site Access” screen. To enter Egrants enter your User ID and Password
and click on the Login button and you are transferred to the “Egrants Main Menu “ screen.

@Egrants

UseriD:*

Site Access

To Enter Egrants: Enter your User ID and Password and click on|

I X
||— the Login button and you are transferred to the “Welcome to ICJI
_Register |

Password: *

Egrants” screen.

Login

Register
Register for access to the Indiana Criminal Justice Institute Egrants Application.

Change Password
Change your login password

Forgot Password

Forgot your Password?
Click here to have a new one sent to your e-mail address.

Plaase send technical comments and protlems

22011 Indizna Criminsl Justios Institutz. All rigl
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You are transferred to a “Welcome to ICJI Egrants” screen with tabs across the top. Click on the Project

Management tab or the first Quick Link in the body of the screen.

= wa Indiana
: Criminal Justice Ins

Egrants ‘

Back Button will not take you back pages, instead use the application menus and controls.

Main Menu | Lser Funding & Work Manager

[% Welcome to ICJI Egrants!

Please select a menu tab or prompt link to continue.

qccess an existing project (Grant Application, Continuation Application, Modification...) or create/update reports such as the Program Report, Fiscal Report, or Inventory
Redort (Project Managementtab).

CLICK HERE Ta create a new Application (or Concept Paper) in response to a Funding Announcement (Eunding Announcement tab).

@ Logoff

CLICK HERE

CLICK HERE

CLICK HERE

CLICK HERE

Toview any Alerts and/or Tasks assigned to you (Work Manzaer tab

Ta update your profile infermation (Name, Address, Phane Mumber...) or to request security in erder to maintain or view grants for yeur erganization/county (User

lanagement tah)
To Subscribe to receive an email when new granting opportunities become available

To Unsubscribe fram Email notifications when granting eppertunities become available.

i Egrants
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You are transferred to the “Project Management Search” screen. Enter theGrant ID number and click on the

Search button.

Search Criteria;

Recipient / Allocation Agency

Keywords: [ [All] \ |
Applications I Process Quick Search results displayed
Grant ID Applicant Agency itle Receipt Date
1010 YWCA of Greater Indianapalis Grace House 09282011
1008 YWCA of Greater Indianapaolis Rugburns and barked shins 09i28/2011
1008 YWCA of Greater Indianapalis Victim Services for Immigrants 09i28/2011
1007 YWCA of Greater Indianapalis Test 09/28/2011

Indiana
Criminal Justice Ins

@ Logoff

Main Menu | User Funding A Project \ork Manager

SearchProgram Monitoring

Quick Searches

Apolications In Process (&

Funding Announcement [[All]

Fle
©2011 Indizna C

d technical cor
iminsl Justios Insiitute. All ig!

The grant is displayed in the

Search Criteria:

Funding Annay

& of Greater Indianapolis

G

Egrants

Applicant Agency: I [AIN

Recipient / Allocation Agency

Keywaords: | [All]

grid at the bottom of the screen. Click on the hyperlink.

Indiana

Criminal Justice Ins

N i

- /
Back Button will not take you back pages, instead use the application menus and contrg

@ Logoff

Main Menu | User llanagemen Eunding Announcement Werk lanager

SearchProgram Monitoring

PROJECT MANAGEMELN
Quick Searches
s (7}

Grant ID: |1004 Applications In Proces

Search

=
=
D

Applicant Agency Receipt Date

Bullying Prevention

Plesss s2nd technicsl commants 2nd
©32011 Indizna Criminal Justios Institute
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You are transferred to the Main Summary screen. To create a Project Modification Request, click on the Create

Project Modification Request (PMR) button.

g Egrants

Main Menu User Management

ProjectlonitoringAuditFiscal DetailsRepaording Reguirements

Grant ID: 1004 Project Title: Bullying Prevention
Status: Cpen - Awarded Fund Announcement; 2afs Haven

Back Butten will not take you back pages, instead use the application menus and controls.

Euriding Anncuncement | Project Management | ivork Manager

PROJECT SUMMARY
CLICK HERE To enterupdatefview a Program, Fiscal, or Inventory Report fpr this grant (Monitoring menu item).

CLICK HERE Tao view any Audit Infermation for this grant (Audit menu item))

View Issues/Comments |

Fless= technical comments an.

©2011 Indiana Criminal Justioe Instit

CLICKHERE  Toview the current financial infarmation far this grant such a§ payments and funding sources (Eiscal Details menu item).

CLICK HERE  To view the reparting requirements for this grant such as when fiscal reports are due (Reporting Requirements menu item)

Select the document link to access the fletails (i.e. Budget, Main Summary, Contract report...).

Status
1004 Create Project Modification Request (FIMR) |
spicaten  11/1/2011 - 10/31/2012 Open - Awarded @O

@ Logoff

A confirmation box appears asking you to make sure you want to create a Project Modification.

Create Project Modification Request (PIMR) Confirmation

ICJI must receive your original signed modification request at least 30 days prior to the end of your grant to ensure ICJ1?7s
consideration of the request. In the last 30 days of the project period, exceptional requests for modification may be
considered, but only if a detailed justification for the late request accompanies the request and ICJI finds the justification

of your grant.

and switching the section status to complete. If you have no changes to make to a paricular section, just change the section
moadification request to ICJ1 for consideration.

‘Your modification is not considered officially submitted until you click the submit button and the status changes to Open-
Received and, if necessary, your signed modification request is received by ICJI. Additionally, modification requests must
be submitted through Egrants and received by ICJI at least 30 days prior to the end of the project. Your Program Manager
will contact you with additional information and next steps regarding your modification request.

These instructions will also be available by clicking the Help button in the upper right comer of the modification summary
screen.

Press Continue to create the FMR
Press Cancel to Abort

ks
Continue | Cancel |

merits its consideration. No modification requests will be considered or approved if they are received by ICJ| after the end

Please complete all sections (Summary, Budget, Justification and Perfarmance Measures) by entering the requested changes

status to complete. Once all section statuses are marked complete, click the Submit Modification button to transmit your project

When you choose “Continue” on the above confirmation, you are transferred to the “Modification Summary”

screen.
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IMODIFICATION SUMMARY

Flease complete all sections and click the Submit Modification Button to transmit your modification request to 1CJ1 for consideration.

Budget Detail In Process 5 11072011 23212 AN
Main Summary Informatien In Process 0 1110/2011 9:32:12 AM
Performance Indicators In Process 95

111012011 9:32:12 AN

Wiew Contract | Preview Signature Page | Submit Modification |

lithdraw Modification | View Issues/Comments | Cancel |

Select each section listed and update any information as required for your PMR.
Please note: For the Main Summary Information Section, you must have the Program Creator role.

Example of the Main Summary Information section: update required fields and make any corrections
the section’s Completion Status to “Complete”” when changes are finished.

@ Logoff

Funding &nnouncement Project Work Wanager

WodificationllonitoringAuditFiscal DetailsReporing Rerxémems

GrantID: 1004

Project Title: Bullying Prevention
Status: Open/Draft

Fund Announcement: 2afe Haven

MODIFICATION DET,
Section Point Value: 0

Completion Statu IInF‘rncgssv

SubGrant ID: 2011-VF-01
Applicant Agency: . of Greater Indianacclis

Created By: Brothf Al Church

Created Date: 11/10/2011 8:32:12 AWM
Last Update By: Bpfther Al Church

Last Update Dgte: 11/10/2011 9:32:12 AM

FID# 2
Recipient Agency:

Change Applifant

1370514

of Greater Indianapolis

Project Director: [ \r Sam Smith | Details Proje
Financial Officer: | Brother Al Church »| Detais F
Primary Contact: | \iss Ann Helper  *| Detais

Additienal Centacts (0-ICJI

Change Recfpient
irector not listed in dropdown? 3

ncial Officer not listed in dropdown?

rimary Contact not listed in dropdown 3 3

Program Staff Contact
Fiscal Contact

Listing of Signatories

Add Mew Signatory

Phase: |nitis

Submitted EI Submitted Date: *
Application Award Date: 9/28770

Modification Award Amount:

Project Start Date: * |11/1/2011 Project End Date:

Commission Meeting: Signature Page Received Date
Resubmitted Date: Returned Date:
Justification of Requested Modification: *

Save Save And Continue Editing Delete Cancel

Flz
©2011 In

technical comments angd
ns Criminal Justios Institut
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When entering Egrants after creating a Project Modification Request, you will note the grid at the bottom of the
“Project Summary” screen now includes a hyperlink to the Modification as well as the original application. As
we mentioned at the beginning of this Quick Start Guide, the Modification becomes the current document, once

approved (Status shows as Open-Awarded).

=grants
L L, [ ]_ L
—
es, instead use the application menus and controls.

Back Butten will not take you back pag
@ Logoff

Femsining time: 19:26 |

Indiana
Criminal Justice Ins

g

Main Menu User Management Funding Announcement Project Management Work Manager

ProjectllonitoringAuditFiscal DetailsRepoting Requirements

Grant ID: 1004 Project Title: Bullying Prevention
Status: Gpen - Awarded Fund Announcement: Zafe Haven

PROJECT SUMMARY

CLICK HERE To enter/updateiview a Program, Fiscal, or Inventery Report for this grant (Monitoring menu item

CLICK HERE To view any Audit Information for this grant (Audit menu item

Toview the current financial information for this grant such as payments and funding sources (Fiscal Details menu item)
Toview the reparting requirements for this grant such as when fiscal reports are due (Repording Requirements menu itemn)

CLICK HERE

Select the document link to access the details (i.e. Budget, Main Summary, Contract report...).

Start - End Dates Status

Project Vodification Reguest (FMR)

Modifications 1 114142011 - 40172012 Open - Draft
spolicaten 1142011 - 10/31/2012 Open - Awarded @@

Wiew Issues/Comments

Flzase send technical comments any
2011 Indiana Criminal Justios Instituts. &)

When you click in the Modification link, you are transferre
the hyperlink of the section that requires changes.

A Prohisitg

d to the “Modification Summary” screen. Click on

SRS - 'Y/ cndiand
— B 3 e

Back Butten will nottake you back pages, instead use the application menus and controls.

@ Logoff

Iain Menu | User Management | Funding Anncuncement |[BroiectManagements | York Manager

ErojectModificationllonitoringAuditFiscal DetailsReporting Requirements

Grant 1D 1004 Project Title: Bullying Prevention

Status: Open - Draft Fund Announcement: Safs Haven

IMODIFICATION SUMMARY

Please complete all sections and click the Submit Modification Butten to transmit your modification requestto ICJI for consideration.

11002011 9:32:12 AN
11/10/2011 9:58:58 AM
11002011 9:32:12 AN

Budget Detail In Process
Main Summary Information complete

‘ngcrmar‘cs Indicators In Proce

View Contract Preview Signature Page Submit Modification

Withdraw Modification View Issues/Comments | Cancel |
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You will be transferred to the section that needs modified. Make the necessary changes, change the
Completion Status to “Complete” and click on the Save button at the bottom of the screen.

= P R e 1 m 7
{_ Irants Indiana I('l 195
(‘: r = Criminal Justice Institiite 2
Back Button will not take you back page: tead use the application mer d control
Logoff
wan ey | w 1| Funa proteat .
-
Grant 1D: 1004 Project Title: Bullying Prevantion
Status: Open - Drar: Fund Announcement: Sae Ha.en

PERFORMAHNCE INDICATORS

Section Point ValugeBs

Gorhptetion Statig: [In Frocess =

Created By: Brother Al Church Created Date: 11/10/20119:32.12 Al
Last Update By: Brother Al Church Last Update Date: 11/10/20119:32.12 Alt

Project Phase Target

1. Established by ICJI
1.1. Reduce the number of fatalities involving a driver or matarcycle aperator with BAC of 0.08 or higher . @ 10 @
1.2, Decrease the number of drivers age 1 to 20 involved in fatal crashes @ 0 @5

2. Established by Subgrantee

Add New Performance Indicator

View History | Save | Save And Continus Editing | Return to Projsct Summary |

You will be transferred to the “Modification Summary” screen. When finished making Modifications to the
various sections, click on the Preview Signature Page button, print out the “Project Modification Request”
form for signature and forward by U.S. Mail to ICJI.

For ALL modification requests, the Project Director and Financial Officer must sign page one. Page two may or may not be
required as discussed below:

Signatures are required on page two of the request in the following situations:
1. A requested modification to the project period

2. A requested modification to the total award amount
3. A requested change of the project’s scope or objective

And finally, click on the Submit Modification button at the bottom of the page to submit the modification to
ICJI. (Note: All section statuses must be set to “Complete”. (Also, please note the requirement for a response

I
System will time cut at: 10:24:42 AM
I(‘l Remaining tims: 19:43

S 3 i - -
[}S Back Button will nottake you back pages, instead use the application menus and controls.

i@ Logoff

Main Menu U=er Management Funding Anneuncement Project Management Work lManager

FrojectModificationllanitoringAuditFiscal DetailsReporting Requirements

Grant ID; 1004 Project Title: Bullying Prevention
Status: Open - Draft Fund Announcement: Zafs Haven

MODIFICATION SUMMARY

Flease complete all sections and click the Submit Madification Button to transmit your medification requestto 1CJ1 for consideration.

Section Name

Budget Detail Complete 5 11/10/2011 10:10:12 AW
Main Summary Information Complete 0 11110/2011 9:58:58 AM
Performance Indicaters Complete 95 11/10/2011 10:10:01 AW

Wiew Contract |®\gnalure Pag Submit Mum'.}'ithclraﬁ odification | Wiew Issues/Comments | Cancel |
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You will receive a pop-up reminder to print out the Signature page and mail it to ICJI. Click on
OK to close the box.

Messaqge from webpage ﬂ

P | Your Program Manager will conkact ywou with additional information and nest steps regarding your madification request, Reminder: You can view the
‘-—'.'/ contrack at any time by using the Wiew Contract button,

o4 Zancel

Faith Based Organization Question

Note: ICJI now asks every Applicant, Recipient and Allocation Agency to provide information
for reporting purposes only regarding Faith Based Agencies. If you as Applicant, Recipient, or
Allocation Agency have not previously supplied responded either “Yes” or “No” to the question
displayed on the Confirmation Screen below, you will be required to select one of the three values
before submitting your Project Modification Request.

Confirmation Screen

Is {Agency Name} a Faith Based Agency?

We are asking that you provide this information for reporting purposes only.
Y our answer will not influence the grant review or approval process.

| Choose Mot to Answer' Yes | MNo I

Plesce semd teckmical compmeits and problan: to ra-EGRANT £ Support dfstate pa e,
®200] Permeylrania Comaniceion on Crime snd Delinquency. All rights Teserved. Thothorized Access Prohibited.
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Egrants i,
% At -

Back Butten will not take you back pages, instead use the application menus and controls.

L anagement | Funding Announcement | Project k Portfolio Work Manager ‘ Audtts ‘ Contacts |

Agencies|ndividualsGroupsExtracts

AGENCY DETAILS

Process As Duplicate I View History | Save Delete | Cancel |

@ Logoff

‘ External Menu

Agency Name: * IXYZ
Eligible to Apply for Grants:

Federal ID Number:  [123456789
Preferred Contact Methad:  [Work =

Agency Type: |Educational (Not SSHE) =l

DUNE MNumber:  |123456789

Faith Based Agency: * |Yes

JURIS Humber:
ORI Number:

Unknown
| Choose Mot to Answer

Funding Agency:

Email Address:  |[dcc@mall.com

Fiscal Year Ending (lastday ofy. | December »

Agency Cleared?

US Congressienal District. [IN02 (Ex: PAD2)

Last Update By: lr. David Gin
Last Update Date: 10/12/2011 2:31:31 Al

Status: | Active @
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